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e Deputy Chief, FBID 3 June 1953
} Administrative Officer

Notes for Letter of Instruction
, 1, The following arc answers to specific questions on Time,
Leave and Pay submitted from time to time to the Administrative

- & Office, FBIS and are included here as a mattor of general informae

tion.

8. Maximm allowadle leave accumulation in the U, 8. is
60 worlding days at end of calendar year.

be Mamimim allewable leave accumilation overseas 18 90
days et end of calendar year.

— " gs Any leave in excess of these established maximums at
T v+ COB 31 Decemvs¥ 16 1ost, except that U, S.=based amployees
who had balance in excess of 60 days on 20 Decenber 1951 may
retain this balance., If, however, the current balance should
fall below the balance held on 20 Decerber 1951, the lesser
balance will take force automatieallys

. de A classified employee overseag dees not have to uge
leave accumilated in a previous calendar year by 30 June of
the following year: He may, 1f he so desires, build up his
accumilated leave to a maximm balance of 90 days, the limit

_ vhich may be carrded from one calendar year into the next.

e. It is recognized that a relatively new government em=
ployee may f£ind himself at an overseas Bureau with an accumie
lation of leave rate of 13 days pér years In order to qualify
for home leave, according to legal stipulation, such an indivi~
dusl must have acerued sufficient leave to ¢arry him through
30 calendar days (not working daye)s This could mean that
in dome caseés an employés might be able to take only one waek's
vacation during his first twosyear tour of duty, provided he

- is returning to the U, 5. at the end of this peried on home’
leave. In cases of permanent change of etation, of course,
there is no minimim lesave balance required, These clircum-
gtonces may sometimes have a personal effect on some indivie
duzl employee (no cace has been called to the attention of
the Administrative Office as yet), but there is no recourse,
This is the low as enacted by the Corgress.
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7 £+ Employess returning from overseas Burcaust
z | (1) With a leave balance in oxeass of 60 days,

{a)' 7The employee is considered "returned” on the day
he reports for duty at his now official station (Domestic
Field or Department), whether this be before or. after leave
in connection with travel 4s taken at home, overseas or
enyoutes

(b) If he returns before 30 June he loses automptie
cally 421 outstanding annual leave accumilated during the
previous calendar year, but has until 31 December to work
the currént overall balance down to 60 days « tha maximunm
allowable which ¢an be éarried into the next ealendar year.

(e) If ne retutns after 30 June he must get the overw

all leave balance down to 60 days for the reason stated
abovas

{2) with a leave balence not in excess of 60 d&

(a) The omployeé sutomatically loses eny ocutstanding
leave accurmlated in the previoug cslendar year by returie
X ing prior to 30 Jtma.

_ I (b) He nmr, howaver, retein ell leave earmed up to
60 days and-carry it into the succeeding ¢slendar year if
he mturns after 30 June,

( 3)‘ NOTE:t For leave accumilation purposcs, when an o=

ployee 18 on hom leave he is considered assigned to the
Burcaus ‘.

gs An omployee working a regular LOshour S-day week is paid ,
overtime and not holiday pay for work performed on & holiday
vhich £alls cn a day outside his normal LiO-hour assigned tour
of &lty.
2. Requisitioning procedure beginning Ficeal Year 195kt
Bureau reqii{sition number to be inserted in epacs abovu

Requisi\tion Numbex‘\ blocks All references will eite this burea
nmnber. :

1. (KY¥sl=Sh) for lediterranean Buresu

2. {0#aluSl) for Oxinawa DBureamn

Prefix for each Bureau will be same as adminipe
trative mossage number prefix; i.e., KY for Kyrenia;

wle
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O for Okinawa, etc., |
: ¥hen necessary to alstract items to a new requisi.
. tion, the Luresu number will be cited on new requisition,

be "Source’ of Supply* Hlock to raznain blank until recolpt
of naw catalogs, -
i
 Ce "Deliver To" block, wiil be completed by Department.
{Requiai.ﬁion mumber will denote Bureaw,) .

ds Date; Page Hurbers and Office spaces t0 he left hiank.

6. Signature of Accountable Officer, Account Number and
&Pﬁg}"t Charge blocks to be completed by Puresn.

f. Item Numbers to be left blank at all times, Wi

‘ge Stock Number colurm to be left blank until receipt of
new catalogss

he Homenclature Description to be as corplete as posaible
unti) receipt of catalogs, at which time catslopg nomenelaturs
will be used. One 1ins to be left blank between items,

i. Quantity and Unit of issue to be complated by Buresu.

J+ PRequisition ftems will contimus to be broken down undsy
following categories:

1. FExpandables versus NeneExpendables
2, Hardware versus Electronic Dquipment
3. Purchase items versus Stock itenms

k. Detailad fnstructions in Requisitioning Procedures and
in use of catalogs will be issued with new catslogs all of
which, with the exception of Group V {Eledtronic equipment),
rnay be expected at the Bureaus about rid-July.

3 ALl checks for premiumns on both Group Hospitalimation, Inc.,
and Government Fmployees Health Assmociation must be made payable to
ot Govarnment Employees Health Lssociation.
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JDP/peg

—-‘3_

Peclassified in Part - Sanitized Copy Approved for Release 2013/06/24 : CIA-RDP83-00586R000300090013-8



